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ersion: Draft (1.1) Status: Checked in and viewable by authorized users.  Publication Start Date: Immediately

age v | Workflow ~ | Tools - _j- EditPage | 4% Submit for Approval

View All Site UNIT HOME
Content —

UNIT HOME
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Press Releases

Photos
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Customizing a Site

immediately. Each of these elements is referred to as a web part.
« Title
» Photos

* Areato add Links to other areas within
your site, areas outside your site or outside
of Marines.mil, documents, and images
» Area to add Points of Contact for your site
» Area for Page Content including an image
« Area for News
» Additional Pages for specific Unit Information. Each page contains
specific web parts.
« Mission )
* News
* Units

= A Unit Site Page is based on a specific layout template that has certain elements available

* Press Releases SS—
* Photos
e Links

+ POCs _

» Additional components can be added to a page by Clicking Add a Web Part in the page and

section you want to display the information

—
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View All Site
Content

Test UNIT
Mission

Units

News

Press Releases
Photos

Links

POC
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Customizing a Site —
Working with Web Parts

= Several key types of web parts

« Under Default

v' Content Query Web Part — displays
a dynamic view of content on your site

 Under Miscellaneous

v' Content Editor Web Part — allows
you to add text and images to your
site

« USMC Web Parts — set of
preconfigured web parts specific
to Marines.mil

» Each Web Part has a set of
configuration parameters that
vary based on the type of web
part

A Add Web Parts - Web Page Dialog 3

ci)AddWeb Parts to Left Column

Miscellaneous

[0 %] Contact Details

Uge to display details about a contact for this page or site

[ |El content Editor Web Part
Use for formatted text, tables, and images.

i=i| Form Web Part
Use to connect simple form controls to other Web Parts.

O

[0 & image web Part

Use to display pictures and photos.
[ 3| imagebata
[0 &l irimagepata
[0 &l irstoryData
O J List_To_Pages
[0 |G& rage Viewer Web Part

Use to display linked content, such as files, folders, or Web pages. The linked content is isolated from other content
on the Web Part Page.

[ |E publishallimageswebPart

Advanced Web Part gallery and options

[ Add ] [ Cancel

https:/fauthor. marines. mil junits fmarforkTestSite/_layouts/webpartgallerypickerpage.aspx?Siteld i) Internet
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Customizing a Site —
USMC Web Parts

usMc
=] All Sub sites

Use to display the navigation hierarchy of your site on a web page

= USMC Specific Web Parts

J Congressional Testimonies Content Query Webpart
This webpart queries and display Congressional Testimonies,

\E] 1mage Meta Data Webpart
This custom webpart displays all the metadata associated with a Mews Story photo. The photo is pased in via URL.

& vinks

Use to display a dynamic view of content from your site on a web page

o o o o o

\O] vist To Pages Webpart
This custom webpart was used to automatically transfer lists (transferred from Lotus) into News Story. Used in
creating the historical news stories,

\E] marADMINS
Use to display a dynamic view of content from your site on a web page

8] mMeta story Data
This webpart shows the story information based upon a News Story Photo

\E] Points of Contact
Use to display a dynamic view of content from your site on a web page

\E] sitemap Webpart
Use to display the navigation hierarchy of your site on a web page

J USMC ALMARS Content Query.
This Content Query is set up to display ALMARS or MARADMINS,

|8 usMC Content Query Webpart
This content query webpart allows you to query and display information from throughout marines. mil

\E] usMC External News
This webpart display a content query of External News.

\E] usMC ircQWP News
8] usMc ircQwP orders and Directives
J USMC iRCQWP Press Release Webpart

J USMC Operational News Content Query
The Operational News Content Query displays the top News Stories with photo,

O oooo o o o o o o o

\E] usMc Photos

The Content Query displays a dynamic range of Photos.

—
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CUSt0m|Z|ng d Slte NOTE: List of exact changes for
each are in the Reference Section
» Several changes neec

-_-_..{_-_-_-_-_-_-_-.I il
pe made to a new site
» Modify the Title

= News and Press Release Pages require modifications to the Content Query
Web Parts in order to work correctly

* News Page
v Delete the Unit News Web Part
v" Add USMC irCQWP News Web Part from USMC section
v Move USMC irCQWP News Web Part below the News Spotlight Web Part
v" Modify the content query, presentation, & appearance for USMC irCQWP
News and News Spotlight Web Parts
* Press Release Page
v Delete Unit Press Release Web Part
v' Add USMC irCQWP Press Release Web Part from USMC section
v Move USMC irCQWP Press Release Web Part below the Unit Press Release
Spotlight
v" Modify the content query, presentation, & appearance USMC irCQWP Press
Release Web Part and Unit Press Release Spotlight Web Parts
 Photos Page
v" Modify the content query, presentation, & appearance for Photo Web Part

)
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Customizing a Site —
Modify Navigation & Site Title

1 1a. Click Site Actions Drop Down

- - -

Edit Page I_

Change the content and Web Parts
on this page.

NMARINES

» Globa . Z
! THE FEW. THE PROUD.
H H J Create Page_ o
N aVI g atl O n Home | Mews ™ | Units = | Recruiting = | Training & Education = | Career * | Marine Services = | In the Communif L Create a page in this site.

Create Site
Add a new site under this site.

f t I Version: Published (2.0) Status: Published and visible to all readers  Publication Start Date: 11/7/2007 9:30
re e rS 0 O p Hide Page Editing Toolbar

Page ~ | Workflow ~ | Tools = __:} Edit Fage Hide the page status and editing

Menu Bar b > : : :
: L . 1b. Click Site Settings i,
" Site Navigation—_| | =™ | [ s, e

and tasks.
UNIT HOME

options for this page.

View All Site Content
all libraries and lists in this site.

it

f 1 (rename in site Modify All Site Settings Site Settings

re e rS O I e nav) {0F | Change all site settings in this site. Manage site settings on this site.
Mission People And Groups = Manage Content and Structure

M e n u B a r Manage the users and groups in this Tﬁ-l Reorganize content and structure in
News FEATURED site. this site collection,

Units Test Web Part Modify Navigation
Change the navigation links in this

Press Releases Th is is sampl site,

Photos Meodify Pages Library Settings
N Change settings such as versioning
Links B Hyperlink ;l:;l workflow for Web pages in this
POC i
L] L Ll L
1c. Click Modify Navigation

—— -y MARINES.COM
i

Dffical U.5. Marina Corps Web Site Mews organizations can contack our media office See all BSS Feeds Legal Advisories Sitemap FACS Conkact Us
@ {703} 814-4209 for more information

— Copyright 2006. All Rights Resarved
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Customizing a Site —
Modify Navigation & Site Title

Home > Units > Marine Forces Korea > Test Site > Site Settings > Modify Mavigation

Site Navigation Settings

Use this page to specify the navigation items that you want to display in the navigation link bars of this site. Items in sublevels and flyouts can be modified only in the
navigation of the subsite that contains these items.

g [ ok J[ canel ]
1d. Check Show Subsites and/or | swseswmieee

fy whether th hould displ b d publish S
Spedfy whether this site should display subsites and publishing pages in
vigation, If you select to show these items, newly created subsites and [[show pages B
Show Pages oV It o s o ey s st NOTE: Always
bottommost section of this page.
use the same
- . Sorting cal 1 1 1
1 e . Dete rm I n e Soﬁlng Spedfy how subsites, pages, headings and navigation links should be e n aV|g atl O n Ite m S

sorted when displayed in navigation. ® Sort manually

Sort pages automatically aS th e pa re nt S i te

Global Navigation

1 f D t = G/ b I N " t " Spedfy th {aation items to dispiay in clobal navigation for this Web F=1 (@ Display the same navigation items as the parent site
pedfy the navigation items to display in global navigation for this Wel
] e e rm I n e O a a Vlga Ion site. This navigation is shown at the top of the page in most Web sites. Q Display the navigation items below the current site
Show me more information.

Current Navigation
- ] ] Snedify th astion it to display i ¢ naviastion for this Web . (O Display the same navigation items as the parent site
pedfy the navigation items to display in current navigation for this Wel ) ) P . ;
1 g [ D ete rm I n e Current Na Vlga t’on site, This navigation is shown on the side of the page in most Web sites. (@] Display the ELTETL .s'te' ﬂwe TR T E A i
Show me more information. and the current site's siblings
() Display only the navigation items below the current site

Navigation Editing and Sorting

H ' ' ity - ) o - L EEalirs Ig,, Edit... I}( Delete £ Add g, Add
1 h . D ete rm I n e Na Vlga tlon Edltlng Use this section to reorder and modify the navigation items unc_ler this site. Up Down Heading... Link...

‘fou can create, delete and edit navigation links and headings. You can 0 Pa—
B also move navigation items under headings and choose to display or hide | bﬂ‘) UI_\IIT HOME (rename in site nav) |
d ﬁ pages and subsites. Show me more information. Lg% Mission
and So ng ) News
[ units

‘fg Press Releases

NOTE: Edit UNIT

;} Links

HOME to be the B roc

Selected Itemn

name Of your Site Title: UNIT HOME (rename in site nav)
URL: /units/marfork/TestSite/Pages/default.aspx
Description:

Type: ';19 Link to page

——

1i. Click OK |==d =
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Customizing a Site — Modify Page

7l W W m " EFrn
- - = @

THE FEW. THE PROUD.

Home | News ™ | Units ™ | Recruiting ™ | Training & Education ¥ | Career ™ | Marine Services ™ | In the Community = Search

ersion: Draft (1.1) Status: Checked in and viewable by authorized users.  Publication Start Date: Immediately

age v | Workflow ~ | Tools - _j- EditPage | 4% Submit for Approval

NOTE: Name Changed  fo: - reesie

view All Site UNIT HOME
Content

Test UNIT

Points of Contact -

Mission
Units
¥ FERTURED JOIN THE CORPS
News S~ e o
ST 1. Click Page to modify :
Photos
Links
POC
NOTE: Can also navigate via View All Site Content AT i
Offical U.S. Marine Corps Web Site Mews organizations can contact our media office Soa all B85 Feads bagal Advisories Sitemap Efis Contact s
@ (703 614-4309 for mors information
Copyright 2005, 8l Rights Reservad
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Customizing a Site — Modify Page

- - e w

—— Edit Page
Change the content and Web Parts
on this page.

™

MNMARINES

THE FEW. THE PROUD.
Create Page

Create a page in this site.

Home | Mews = | Units = | Recruiting = | Training & Education = | Career = | Marine Services = | In the Community ~ Create Site

Add a new site under this site,

Show Page Editing Toolbar

vouare heres Lome - Lol NOTE: When editing pages Show Page Editing —> Display the page status and editing

options for this page.

Toolbar should be selected from Site Actions. After | Vacer All Srte Content

_._L|.]_| View all libraries and lists in this site.

view All Site

Content Selecting the page must be refreshed to show
View Reports
Kathv Home tool bar '-.'ieg‘:treiorts on documents, pages 3
- and tasks. -
Mission Site Settings »
Manage site settings on this site. E]
I News
ey Manage Content and Structure
Unit rj_ﬂTﬂ:g Reorganize content and structure in
s = | this site collection.

Press Releases
Photos

Links

POC

Offical U.S. Marine Corps Web Site Nevs organizations can contact our media office See all ESS Feads Legal Advisories Sitemap FAQS Contact Us
@ (703} 514-4209 for mora information
Copyright 2006 Al Rights Reservad

—
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Customizing a Site — Modify Page

NOTE: Page Editing Toolbar. Options
. . . - v = @
will vary depending on rights.
NMIARINE
v THE FEW. THE PROU
Home | Mews ™ | Units = | Recruiting ™\ Training & Education = | Career = | Marine Services = | In the Community Search
Version: Published (2.0) Status: Published and visible to all readers  Publication Start Date: 11/8/2007 4:03 &M
Page - | Workflow = | Tools ~|| |2 EditPage
You are here: Home > Units > Marine Forces orea > Kathy Test Site
view All Site News
Content
2. Click Edit P
L Unit News N Ic It age v
Mission [3
I News
Units
Press Releases
Photos
Links
POC
OFfical U.5. Marine Corps Web Site Mews organizations can contact our media office See all RSS Feeds Legal Advisories Sikemap EACHE ContactLis
@ (7031 614-4309 for mors information
Copyright 2006, All Rights Reservad
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Customizing a Site — Delete Web Part

= Several Changes ) ” " T @
must be made to N MARINES
th N P ; THE FEW. THE PROUD.
e UeV\;:SN age Home | News ™ M' Recruiting ™ | Training & Education = | Career ™ | Marine Services * | In the Community ~ Search
° ni ews
Web Part mUSt Version: Checked Out  Status: Only you can see and mcdiF'f- this page. Publication Start Date: Immediately
Page = | Workflow = | Tools ~ _a] Check In to Share Draft | | %) Submit for Approval
be d eleted { Remember to checkin so other people can see your changes. (Do not show this message again)
* NeW NeWS You are here: Home = Units > Marine Forces Korea > Kathy Test Site
Web Part
View All Site itle
Added and Content : Tr:
Configured EE
. Mission =
b S pOﬂ |g ht N eWS I — Page Content
must be Units 2 Edit Content
COnflg u red Press Releases Click here to add new content
iy Photos Top Zone
= Additional changes _
Links 5l Add a Web Part
to make poC
. Spotlight News edit v | X
* Tltle Thig query has returned no items. To configure the query for this Web Part, open the tool pane,
« Page Content — T I
This query has returned no items. To configure the query for this Web Part, open the tool pane. Miniimize:
. Close D
3. Click Edit drop down of web part to delete and P X oo N

Select Delete

al Advisories

L Bl TN o mare mrarmanen
Copyright 2006 All Rights Reserved

gl

2 | Modify Shared Web Part

Export...

—
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Customizing a Site — Add Web Part

- - ° @
MNMARINES

THE FEW. THE PROUD.

4a. Click Add a Web Part in the zone to add In the Communky -

e: Immediately

Page = | Workflow = | Tools = 4&1 Check In to Share D, ¥ Submit for Approval

O Remember to checkin so other people can see your changes. (Do N show this message again)

You are here: Home > Units = Mari

View All Site Title
Content

MNews
Kathy Home
Mission

Page Content

I News
Edit Content

Units 'j

Press Releases re to add new content

Photos

Links I El, Add a Web Part I
POC

Fone

Spotlight News edit ~ | X

This query has returned no items, To configure the query for this Web Part, open the tool pane.

Offical .5, Marine Corps Weab Site MNews organizations can contact our media office See all BS5 Feads Legal Advisories Sitemap FAGS Contact Us
@ {703} 614-4203 for more information
Copyright 2006 Al Rights Reserved

—
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Customizing a Site — Add Web Part

A Add Web Parts - Web Page Dialog 3

\) Test Site
4b. Check Web Pal i(S) to add
uUsMC 5
O (=] Aan Sub Sites
Use to display the navigation hierarchy of your site on a web page
[ |3l congressional Testimonies Content Query Webpart
This webpart gueries and display Congressional Testimonies.
O [ Tmage Meta Data Webpart
This custom webpart displays all the metadata assocated with a Mews Story photo. The photo is pased in via URL.
[ [l vinks
Use to display a dynamic view of content from your site on a web page
[ [ vist To Pages webpart
This custom webpart was used to automatically transfer lists {fransferred from Lotus) into Mews Story. Used in
creating the historical news stories.
NOTE: Scroll down to the listing of USMC Web o) s
. Use to display & dynamic view of content from your site on a web page
L O (=] Meta Story Data
arts. Multiple web parts can be added at one R S N S —
. . O [l Points of Contact
tI m e by Ch eCkI n g m O re th a n o n e Use to display a dynamic view of content from your site on a web page
- 1 |l sitemap webpart
Use to display the navigation hierarchy of your site on a web page
O [ vsrMc ALMARS Content Query.
This Content Query is set up to display ALMARS or MARADMINS.
« USMC irCQWP N | Unit N =3 ysr
ir ews replaces Unit News £) (50 e comtnt ey wobpars |
his content query webpart allows you to query and display information from throughout marines. mil
H O &l usric external News
« USMC irCQWP Press Releases replaces A et camry i e
l ' . P R I O (= usrc ircowe News
n It ress e eases O [E] usrac ircowe orders and Directives
O [E] usrMc irRCcowP Press Release Webpart
O =l vsrmc operational News Content Query
The Operational Mews Content Query displays the top Mews Stories with photo.
O [El usrc Photos
The Content Query displays a dynamic rangs of Photos. £
- Advanced Web Part gallery and options
4c. Click Add
Add Cancel
https:/fauthor. marines. mil junits fmarforkTestSite/_layouts/webpartgallerypickerpage.aspx?Siteld i) Internet

—
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Customizing a Site — Moving Web Part

- - @
ES
THE FEW. THE PROUD.
Home | Mews *  Units = | Recruting * | Training & Education ™ | Career * | Marine Services ~ | In the Community ~ Search

D I = N fersion: Checked Out  Status: Only you can see and modify this page. Publication Start Date: Immediately
[ ] rag po Ig‘ , e WS a n ge » | Workflow ~ | Tools ~ | [} CheckIn to Share Draft | | ¥ Submit for Appraval

Remember to check in so other people can see your changes. (Do not show this message again)

drop above USMC News

View All Site Title
Content

News
Kathy Home
Mission
Page Content
I News

Units 2 Edit Content

Press Releases Click here to add new content

Photos

Links ——

POC

UsnC news NOTE: Added Web Part USMC News

Band Sponsor Responsibilities

Other Links

10th Marine Regiment

yline here, 10th Marine Regiment

KarenTestS
11/5/2007 me, Headquarters Marine Corps

Links

Mission
News
Photos

POC

NOTE: Click and hold mouse button
on web part to move. Drag to new
location

Spotlight News edit~ | X

This query has returned no items. To configure the query for this Web Part, open the tool pane.

Offical U.S. Marine Corps Web Site  Neve organizations con contact our medis office See all RSS Feeds  Legal Advisores  Sitemsn FAQ=  ContsctUs
@ (703) 814-4309 for more information
Copyright 2006, All Rights Reserved

S, " _g
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ustomizing a Site — Modify Web Part

- - = @

NMARINES

THE FEW. THE PROUD.

Home | Mews ¥ | Units =  Recruiting = | Training & Education = | Career ~ | Marine Services = | In the Community ~ Search

6a. Click Edit drop down next
to web part to configure

Version: Checked Out  Status: Or

Page ~ | Workflow = | Tools ~

L

0 Remember to checkin so other people o

You are here: H

View All Site Title
Content
News
Kathy Home
Mission
Page Content
I News
. __4 Edit Content
Press Releases Click here to add new content
Photos
NOTE: Order Changed
POC
Spotlight News ediffs %
This guery has returned no items, To configure the query for this Web Part, open the tool pane,

USMC News I Ed,tl- x
onsor Responsibilities Minimize
Other Links Close
L X | Delete
timtestpage
11/6/2007 , 10th Marine Regiment 3 Modify Shared Web Part
yline here, 10th Marine Regiment
7 me, Headquarters Marine Corps B

6b. Click Modify Shared Web Part

Photos

o)
(=]
(8]

Offical U.5. Marine Corps Web Site  Neve organizations can contact our media office See oll RS5 Feeds  Legal Advisores  Sitemap  FAQs  Contact Us
@ (703) 614-4303 for mors information
Copyright 2006, All Rights Reserved
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Customizing a Site — Modify Web Part

* There are several sections that can be configured in a
Web Part. The sections will vary depending on the

type of web part

» Specific to Type of Web Part

v Content Query Web Part

* Query
* Presentation

v" Content Editor Web Part
» Content Editor
« Same for all Web Parts
v Appearance
v’ Layout
v' Advanced

—
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Customizing a Site — Modify Web Part

-l Query Help
= Content Query Web Part Source:
. Show items= from all sites in this
Query site collection
v’ Source () Show items from the following

site and all subsites:

« Show items from the following list

+ Browse to Page lerary for site you ) Show items from the following

are on list:
v' List Type funits-.:"rnar'ﬁ:urlc."l
. i List Type:
Pages Library
v' Content Type Show items from this list type:
. . Fages Library W
« Show items of this content type
group: Page Layout Content Types Content Type:
« Show items of this content type: Show items of this content type
. group:
“Select Type from drop down” i.e. Page Layout Content Types ¥
News. Press Releases. etc Show items of this content type:
H H

. . Mews Story b
v" Audience Targeting

[] Include child content types

Audience Targeting:

[] Apply audience filtering

—

UNCLASSIFIED 7
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Customizing a Site — Modify Web Part

Content Query Web Part Z:::'I‘t’:;j::s
v Additional Filters '

. . . StoryDate
» This can be customized depending on :
. . iz greater than or equal to A

what you want to display i.e. date range or

author, etc ® [Today]-| |Offset Days
O s

®and COor

=na filter= A

—
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= Content Query Web Part
* Presentation

v Grouping and Sorting
« Items can be grouped by any column. Column
choices appear in drop down

» Items can be sorted by any column. Column
choices appear in drop down

« Number of Items to be displayed can be limited
or all items can be displayed

v Styles
» Group style will format how the group header is
displayed. Choices appear in a drop down
* Item style will format how each individual item is
displayed. Choices appear in drop down
v Feed
» Enabling feed for this web part will allow
Home Page Administrators to add your
feed to the home page if they so desire

Customizing a Site — Modify Web Part

=~ Presentation

—T e mEnl

Group items by:
<Mone= w

1
JIE:
3
3
I
1

Sort items by
StoryDate hd

7] Show items in ascending

[ ] l z | order.

* I(A, B, C,orl, 2, 3).
Show items in descending

(O] l g order.
1

(C, B, A, or3, 2, 1).

Limit the number of items to
display

Item limit: 10

Group style:
Default w

Item style:
Mews_ShortListing W

UNCLASSIFIED
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= Content Editor Web Part

 Content Editor

v Rlch Text Editor
Word type editor

+ Can create in Word then copy and paste

into editor

+ If you want an image to appear, must be
uploaded into image library first link to

image

v Source Editor used if you want
to type or copy HTML source

code

v' Content Link used if you want to

link to existing text

UNCLASSIFIED

Customizing a Site — Modify Web Part

A 9 gaj. D@
Select * IStyles ~ Y~ | A- Al [B]7 U ESE |22 |EE AN

Current Selection : Image

This is sample content

JHyperIink

Content Editor

Content Editor

click Rich Text Editor

A
Ml

To enter formatted text andwu,/

[ Rich Text Editor...

7

Source Editor.

To type HTML source code, click

[ Source Editor...

]

Content Link

To link to a text file, type a URL.

-]

Eeeee— :
Test Link

[ OK ] [ Cancel

https: f{author.marines.mil funits/marfork/TestSite/_layouts/RTE2PUEditor, aspx ® Internet

UNCLASSIFIED 20
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Customizing a Site — Modify Web Part

= Appearance D_sppearance
« Title to appear above data Unit News ]
. Height and Width should not be ———— o
modified. This will affect the automatic G

sizing of the page based on user O
. . . . Mo. Adjust height to fit zone.
screen resolution and minimize and N —

maX|m |Ze IhSI_'leu:-'u_llu:I the Web Part have a fixed
width?
« Chrome State should always be O'ves Pxels ¥
normal ) No. Adjust width to fit zone.
« Chrome Type Cg':”_‘? E_t“:
Mimmize
v Title and Border © Normal

/ Title Only .........................................................................

Chrome Type

‘/ Border Only Mone -
v"None

—
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Customizing a Site — Modify Web Part

= Layout T Leyout
 Hidden can be used if you do not L
want an end user to see the web Fe
part yet che .....................................................................
* Direction not used s
- Zone allows you to move to e
another zone that exists on the
page

« Zone Index is the order the web
part appears in the Zone

—
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Customizing a Site — Modify Web Part

J Advanced L
_ _ Allow Minimize - . . I
Allow Close
= Advanced Allow Hide
» End User capabilities. These are usually unchecked if you do not [ Allow Zone Change
want users to be able to create a personal view Allow Connadions
. Allow Minimize e
= Allow C!ose Expcr-tm.;.je .................................................
- AIIOW Hlde Export all data hd
» Allow ZoneChanges e
. Title URL
= Allow Connections
= ExportMode
* Do not Allow Description
= Export All Data ———
* Non-Sensitive Data Only Je U
- Rarelyyseda 0
= Title URL Help Mode
n Description Modeless »
- Help Mode e
= Catalog Icon Image URL
™ Title Icon Image URL TItIEII:I:nIrnagEUR-L .................................
= |mport Error Message
u Target Audiences .........................................................................
Import Error Message
Cannot import this Web Fart.
. — — T ————
6¢c. Click OK when finished modifying web part & @

—

UNCLASSIFIED
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Customizing a Site — Check In / Submit

NOTE: There are two
i I m Hul
7. Click Check In ‘ ways to Check In a page. E
c Either the button at the top
» When finished customizing ¥ ™= ™™= A of the page or from the
— page menu

pag e . dane Checked Out Statu‘ : Only vou can and modify this page.
] ﬂ
Page v |jWorkflow ~ | Tools ~ _&, Check In to Share Draft | ¢4) Submit for Approval | ¢y Publish
.
« Check in for others t
ecK In 10r others 10

Review

ot show this message again)

Right Column

=
=
_ﬁ Check In... 3, Add 2 Web Part
iy

Discard Check Out — _‘E

F'EIQE SEttil'lgS and Schedule This query has returned no items, To
configure the query for this Web Part,
open the tool pane.

[ r—— ‘H

« Submit for Approval i

configure the query for this Web Part,
open the tool pane.

or

X Delete Page ere to add new content

Photo1 Left Co
2 et JOIN THE CORPS
3 Edit Picture EL Add a Web Part e,
x Test Web Part edit = | % :
Click to add a new - -
pte This is sample content
BliaioZ U Hyperlink
4] Edit Picture
X
Click to add a new
picture MARINES. COM
Photo3
4] Edit Picture
X
Click to add a new
picture News edit ~ | X
S This query has returned no items, To configure the query for this Web Part, open the tool pane.
noo:

wl i o
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Customizing a Site — Check In / Submit

7c. Click Draft if you want others to

review first or Click Publish if you 7d. Check Yes to keep the
are ready to have approved document checked out after

3 checking in this version (only

Home = Units = Marine Forces Korea = Kathy Test Site\r Pages > news > Check In

Check in works if Draft is selected in

f/c

¥ Items on this list require content approval. Your submission will not apPear in public views until approved by someone with proper permissions.

Lse this page to check in a document that you have currently checked oX.

Document Check In What kind of version would you like to chedk in?

Other users will not see your changes until you chedk in, Specify options for @ 3.1 Minor version (draft)
1= v 4

checking in this document.
() 4.0 Major version {publish)

Keep the document checked out after checking in this version?

'O' Yes @ Mo

Comments Comments:

Type comments describing what has changed in this version,

7e. Enter Comments

7f. Enter OK Mo ][ e )
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- - v@

MARINES NOTE: If you are an
THE FEW. THE PROUD. approver you W||| see
Home | Mews ~ | Units = | Recruiting = | Training & Education » | Career = | Marine Services ~ | In the Co Approve and Reject

Version: Draft (3.1) Status: Waiting for approval  Publication Start Date: Immediately buttons

Page * | Workflow = | Tools - _j' Edit Page & Approve X Reject

Reminder: Check for Unpublished Items

You are here: Home > Units > Ma g FOrCes orea =

view All Site News
Content
Kathy Home Content Editor Web Part -
Mission To add content, open the tool pane and then click Rich Text Editor.
I News
Units

Press Releases
Photos

Links

POC

See all RSS5 Feads Legal Advisories Sitemap FACs Contact Uis

Offical U.5. Marine Corps Web Site News organizations can contact our media office
@ {703} B14-4309 for more information
Copyright 2006, Al Rights Raserved

—
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MNMARINES
THE FEW. THE PROUD.
Home | Mews ™ | Units = | Recruiting = | Training & Education * | Career = | Marine Services * | In the Community ~ Search
Pages MNew = | Upload ~ | Actions | Settings ~ View: LAll Doc
Type me 4 Checked Out To Page t Pz
‘_..:E;'\ Al @ default 11/7/2007 12:00 PM Gessner Approved Unit Home
Content CTR Kathy Layout
@ links 10/31/2007 1:10 PM Gessner Approved Stephens Generic
I Kathy CTR Kathy CTR Layout with
Home Tony a single
Mission column.
@ mission 10/31/2007 1:10 PM Gessner Approved Stephens Generic
News CTR Kathy ut with
8a. Click Drop down |
Press @ news 11/8/2007 2:05 PM Gessner Approved - eric
Releases CTR Kathy ut with
Tony a single
Photos column.
Links @ photos 11/8/2007 2, Gessner Pending Stephens Generic
. CTR Kathy CTR Layout with
POC Tony a single
column.
@ View Properties roved Stephens Generic
i . CTR Layout with
_j Edit Properties Tony a single
B3 Manage Permissions column.
L . . ft Gessner CTR. Stephens  Generic
% @ Edit in Microsoft Office SharePoint Designer Kathy TR Layout with
X | Delete
T Y - L
a . x 8b. Click Approve/reject
% Approvejreject
gy CheckOut column,
%] Cancel Approval
Offical U.5. Marine Corps Y _ media office: Ses all RS5 Feeds - Legal Advisores  Sitemap  FAQs Contact Us
Wool | Version History ftion
& Workflows

—
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= photos = Approve/Reject

8c. Click Approved or Rejected

IJse this page to approve or reject submissions. Mote that rejecting an

does not delete it, and that users who know the exact URL of a rejected item can still view
it. Learn about requiring approwval.

Approval Status

Approve, reject, or leave the status as Pending for others with the Manage Lists O Approved. This item will become visible to all users.

permission to evaluate the item. O Rejected. This item will be returned to its creator and not appear in
public views,

8 d . E nte r Commen tS (® Pending. This item will remain visible to its creator and all users with

the Manage Lists permission.

Comment

IUse this field to enter any comments about why the item was approved or rejected. '\

8e. Click OK > o Concel
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NOTE: Depending on the type of workflow the site is using you may be
prompted that the Content Approval Workflow is currently running and
the workflow will be cancelled if you continue. Just Click OK.

\:{) A content approval warkflow is currently running to appraowve this item. If you continue this action, you will cancel the workflow.

I] QK I [ Cancel

8f. Click OK

—
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